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Book Review in Italics 


AUTOMATION 


Computer Anxiety, Charles Baden, Oct, 
page 6 


How Does Ergonomics Affect the Secre- 
tary?, James R. Clark, May, page 9 


How User Friendly is New Office Technol- 
ogy?, Convention Panel, Aug/Sep, page 8 


Information Systems, Joe Brancatelli, Mar, 
page 3 


Speaking of Office Automation, Mar, page 
31 


Word Processors and Information Process- 
ing, Dan Poynter, Mar, page 32 


Word Processing and Office Automation: A 
Supervisory Perspective, Gilbert Konkel and 
Phyllis Peck, Nov/Dec, page 33 


Word Processing in the Modern Office, Sec- 
ond Edition, Paula B. Cecil, Mar, page 32 


Write, Edit & Print: Word Processing with 
Personal Computers, Donald McCunn, Oct, 
page 27 


CAREER DEVELOPMENT 


Independent Women (The): How to Start 
and Succeed in Your Own Business, Rae 
Wisely and Gladys Sanders, Oct, page 27 


Taking Charge of Your Career, Christine B. 
Stiegler: Part |, Feb, page 5; Part Il, Mar, page 
17 


Taking Control of Your Career, Tod White, 
Oct, page 8 


Typing ... A Way to Your Own Business, 
Patricia Boos, Oct, page 27 
CERTIFIED PROFESSIONAL SECRETARY 


Alaskan CPS Pipeline (The), Beatrice 
McDonald and Patti Rizer, CPS, Oct, page 14 


American Council Recommends 32 Semes- 
ter Hours Credit for CPS, May, page 17 


Capstone, May, page 19 


Certified Professional Secretary: Today .. . 
Tomorrow, Sister Paulette Gladis, Ph.D., Aug/ 
Sep, page 15 


Certified Professional Secretary! Who 
Cares?, May, page 15 


Changes in Part V of the CPS Exam, Sister 
Paulette Gladis, Ph.D., May, page 18 


Educational Institutions Care About the 
CPS, May, page 16 


In Memory of Rita Huff, Aug/Sep, page 37 


Institute for Certifying Secretaries, Nov/Dec, 
page 22 


Quality of the CPS Exam: Validity and Relia- 
bility, George A. Wagoner, Ed.D, Jan, page 19 


Sampling of Questions from CPS Exam, 
Nov/Dec, page 23 


You Passed! How Did You Study?, L. Mari- 
lyn Stinson, May, page 30 


COMPENSATION 


Higher Salaries: How to Get Them, Joyce 
Lain Kennedy, Oct, page 27 


Job Market for Secretaries, Kay Fusselman, 
Mary Hodges, Shirley Englund, Jan, page 3 


Pay Equity Position Statement of PSI, Nov 
Dec, page 8 


CONVENTION, 1982: INDIANAPOLIS 
Agenda Excerpts, May, page 3 


Crossroads of America Chapter Trips and 
Tours, Jan, page 17; Feb, page 19; Mar, page 
27 


Hyatt Regency Hotel and Indiana Conven- 
tion-Exposition Center, Feb, page 18; Mar, 
page 26 


Hotel/Housing Reservations, Feb, page 21; 
Apr, page 28 


Indianapolis Convention, Aug/Sep, page 18 


Join PSI in the Winner's Circle at Indy: High- 
lights, Jan, page 16; Feb, page 20 


Pictures of Indianapolis, Mar, page 22; Apr, 
page 22; May, page 2 


Proposed Agenda, Apr, page 23 


Registration for 1982 Convention, Mar, page 
23; Apr, page 25; May, page 31 


Reservation for Guest Programs, Feb, page 
20 


EDUCATION/TRAINING 


Continuing Education Series, Feb, page 28 


Continuing Education Seminars, Feb, page 
22; Mar, page 24; Apr, page 26; May, page 32 

Continuing Education Seminars, 1982 Con- 
vention, Aug/Sep, page 27 


Scholarships Available to Women Returning 
to College, Feb, page 11 





Training Stresses Teamwork, Expanded Uti- 
lization of Skills, Aug/Sep, page 12 


Workiife Transitions: The Adult Learning 
Connection, Paul Barton, Nov/Dec, page 33 


IMAGE 


Ina P. Simpson to Co-Chair Task Force, 
May, page 42 


Task Force on Image of the Secretary, Ruth 
Gallinot, Ph.D., CPS, Apr, page 18 
MISCELLANEOUS 


A Secretary's Courage and the Supreme 
Court, E. James Brennan, Apr, page 16 


As Words and Language Change, So Must 
Dictionaries, Kay Fusselman, Nov/Dec, page 
18 


Zero Hour for ERA Ratification, Feb, page 30 
$7.11 Cost of 1982 Letter, Oct, page 24 


OFFICE AIDS/PROCEDURES 


Secretarial Office Procedures, 2nd Edition, 
Dorothy Lee, Ph.D., and Walter A. Brower, 
Ed.D., Oct, page 27 


User Roundtable Explores Purchase of 
Information Systems Supplies, May, page 11 


PRODUCTIVITY 


Electronic Typewriters May Be What Your 
Productivity Needs, Jan Meierbachtol, Nov 
Dec, page 28 

Office Productivity, Dr. L. Marilyn Stinson, 
Jan, page 13 


Productivity, People & Profits, Joel E. Ross, 
Oct, page 27 


PRODUCTS/SERVICES 
PSI-Indy Speedway, Aug/Sep, page 23 
Secretary Mart: Jan, page 28; Feb, page 24; 


Mar, page 36; Apr, page 36; May, page 40; Jun 
Jul, page 36; Oct, page 28, Nov/Dec, page 34 


PROFESSIONAL DEVELOPMENT 


Administrative Procedures for the Electronic 
Office, Rosen, Tunison, Bahniuk, Mar, page 32 


Are You a Whole-Brained Secretary?, 
Robert L. Witte, Ph.D., Oct, page 11 


How to Make the Most of the Performance 
Appraisal, John Schuster, Jun/July, page 28 

Letter Perfect: How to Write Business Let- 
ters That Work, Ferd Nauheim, Nov/Dec, page 
33 


November ‘December 1982 
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November December 1982 


Listening: The Forgotten Skill, Madelyn Bur- 
ley-Allen, Nov/Dec, page 33 


Practical Management Problem Solving 
and Decision Making, Richard |. Lyles, Ph.D.., 
Oct, page 27 


Thank God It’s Monday: How to Turn Work 
into an Adventure, Robert Randolph, Nov/Dec, 
page 33 


PROFESSIONAL SECRETARIES 
INTERNATIONAL 


About the First and Foremost Organization 
for Secretaries, Nov/Dec, page 5 


An OK Year With Kay — And Then Some, 
Fran Riley, Jun/Jul, page 15 


Awards Presented at 1982 Convention, Aug/ 
Sep, page 37 


Candidates, International Board of Directors 
and Trustees, Home Trust Fund, May, page 34 


Hawaii — 41st Division, Feb, page 29 


International Secretary of the Year, 1982, 
Aug/Sep, page 18 


Job Marketplace, May, page 42; Aug/Sep, 
page 37 


Kay Palazey, CPS/Eastern Airlines 
Drawing, Jan, page 30 


New PSI Insurance Administrator, Oct, page 
30 


New PSI Staff Member, Candace Louis, 
Feb, page 29 


Personal Legal Defender Enrollment 
Extended, Apr, page 35 


PS! Division Annual Meetings, Mar, page 39 


PS! Member Group Insurance, Nov/Dec, 
page 36 


PSI Memberloan, May, page 42 


PSI Research and Educational Foundation, 


Nov/Dec, page 36 
Rhine River Country Tour, May, page 42 


Welcome to Headquarters, Jun/Jul, page 25 
PROFESSIONAL SECRETARIES WEEK 
Professional Secretaries Week, Apr, page 6 


Professiona! Secretaries Week — 1982, 
Candace Louis, Jun/Jul, page 12 


Typing Contests You May Be Eligible to 
Enter, Mar, page 38 


RETIREMENT CENTERS TRUST 


Candidates, Trustees, May, page 37 
PSI Home Trust Fund, Jan, page 30 


Retirement Centers Trust, Aug/Sep, page 26 
SECRETARIAL PROFESSION 


Alter Egos (The), Patricia Negalla, Oct, page 
27 

Evolution of the Professional Secretary, Jun 
Jul, Center Foldout 


Good Morning. Uncle Sam!, David T. Pratt, 
Oct, page 19 


Growth of 28-37% in Employment of Secre- 
taries, May, page 6 


Ideal Secretary (The), Adia Survey, Apr, 
page 9 


In Today, Out Today: How to Do Your Job 
Faster, Marian Smith Hurley, CPS, Nov/Dec, 
page 33 


Job Market for Secretaries, Kay Fusselman, 
Mary Hodges, Shirley Englund, Jan, page 3 


law of the Situation (The), Keynote Address, 
Jeffrey J. Hallett, Aug/Sep, page 6 


Media Looks at Secretaries, Candace Louis, 
Oct, page 18 


Media View Secretaries, Candace Louis, 
Nov/Dec, page 12 


Nationwide Survey to Determine Changing 
Roles in Office, Aug/Sep, page 24 


New Roles for Secretaries, Bette Primrose, 
May, page 5 


Profile of the Professional Secretary, James 
J. Kennedy, Apr, page 30 


Secretary — TDY to Germany, Apr, page 15 
SECRETARY ON THE SPOT 


With the boss’ absentee assistant, Jan, page 
26; Without due credit, Feb, page 26; Over gov- 
ernment regulations, Mar, page 33; Kept in the 
dark, Apr, page 33; Having no say, May, page 
38; Over choice of equipment, Jun/July, page 
33; With supervision change, Aug/Sep, page 


35; With departmental blame-setting, Oct, 
page 25; With office rumors, Nov/Dec, page 32 


SECRETARY SPEAKOUTS 
Secretary Speakout ’83, Mar, page 39 


Secretary Speakout '83, Aug/Sep, page 25 


Secretary Speakout ’83, Nov/Dec, page 14 
Secretary Speakouts: An Idea Whose Time 


Has Come, Dr. Ruth Gallinot, CPS, Jun/Jul, 
page 6 


Speakout on Secretarial Burnout, Ruth Galli- 
not, Ph.D., CPS, Nov/Dec, page 15 


WELLNESS AND WORKING 


Heart Attack: CPR and the Secretary, Sue 
Pinchot, Mar, page 15 


Office Hazards, Joel Makower, Feb, page 12 


Secretary Stress, Therese Limbert Fahncke, 
Jan, page 22 


Stress Management: A Comprehensive 
Guide to Wellness, Edward Charlesworth, 
Ph.D., and Ronald G. Nathan, Ph.D., Oct, page 
27 


Testing Your Recipe for Wellness, Mar, page 
29 


WORD WATCHING 

Sarah Montoya, CPS, Plurality, Pluralities, 
Jan, page 24; Byplays, Replays, Feb, page 10; 
Laurels and Hardlies, Mar, page 34; Today’s 
Talk, Apr, page 29; Trivia of the Tongue, May, 
page 13; Marginal Marking, Jun/July, page 31; 
Brevis, Aug/Sep, page 34; Weighing Words, 
Oct, page 21; Reference Roundup, Nov/Dec, 
page 30 
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